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1 Introduction 
The Public Trust Officer (PTO) staff is responsible for assessing whether designees are 
meeting the criteria established by the RC/EZ/EC program. The PERMS System guides 
the PTO through the assessment process of each of the following: 
 

• Annual Report 

• Implementation Plans 

• Governance Report 

• Overall Progress 

 

2 Logging On 
 
From the Login Screen you can enter the PERMS system.  
 

 
 
 
• Enter you Login ID. 
 
• Enter your password. 
 
• Press Login. The following screen appears. 
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3 PTO Main Process 
Once the login is complete, the Main PTO screen appears with the following submenus: 
 

� Designee 

� Assessment 

� Search  

� Change Password 

� Help 

� Logout 

 
From this screen, the PTO must first select a designee to proceed.  All Annual Reports 
and Implementation Plans are associated with this designee.  
 

3.1 Selecting a Designee 
• Press the Designee that you want to evaluate, the following screen appears. 
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3.1.1 Viewing an Implementation Plan 
• Press the Implementation Plans link on the left margin. The following screen appears. 
 

 
• Check the checkbox (es) for the Plan(s) that you want to review.  
 
• Press View. The following screen appears. 
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3.1.2 Viewing an Annual Report 
• Select the Annual Reports link. The following screen appears. 

 
• Choose the Year link for the Report that you want to view. The following screen 

appears. 

 
 
• Press one of the Executive links to view an Executive Summary. The following 

screen appears.  
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• Press Governance Report to view the Governance Report link. The following screen 
appears. 

 

 
 
• Press the Governance Contact List to see a list of contacts. The following screen 

appears. 
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• Press the link for the Contact that you want to see. The following screen appears. 
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• Press the link for the Implementation Plan that you want to review. The following 

screen appears. 
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4 Assessing a Designee 
You can access the Assessment screen in one of two ways.  
 
If the Designee you selected was assigned to you for PTO Assessment, then you will see 
a list of the Annual Reports available for Assessment. If the selected Designee is not 
assigned to you, you may view the Implementation Plans and Annual Reports but not 
process the Assessment. 

� Assessment Summary 

� View Annual Report 

� Executive Summary 

� Governance Summary 

� Implementation Plan Progress 

� Overall Progress 

 

You can also access the Assessment screen by pressing the Assessment tab. The 
following screen appears. 
 

 
 
This screen contains the following columns: 
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• Annual Report Year 

• Designee 

• Submission Dates 

• Status 

The screen lists all Designees that have submitted Annual Reports who are assigned to 
you. 
 
• Press the link for the year/designee that you want to assess.  
 
The Assessment Summary Screen follows.  
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4.1 Assessment Summary 
 
You can move to any part of the Annual Report for assessment by pressing the 
appropriate link. You can also see which sections have already been evaluated and which 
need to be entered.  The hyperlinked sections follow: 
 

� Executive Summary Overall 

� Community-Based Partnerships 

� Economic Opportunity 

� Sustainable Community Development 

� Tax Incentive Utilization Plan 

� Other Accomplishments 

� Governance Board Report 

� Implementation Plans 

� Overall Assessment 

 

4.2 Assessing an Annual Report 
 
• Press Executive Summary Overall to make your Assessment. The following screen 

appears. 
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• Check the Adequate or Inadequate on the appropriate Radio Button.  
 
• Enter Comments in the narrative field. 
 
• Press Next. The following screen appears. 
 

 
• Press Next to save changes. 
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Each of the following hyperlinks in the Annual Report section contains similar 
Assessment windows.  You can navigate each of these assessments in the same way. 
 

• Community-Based Partnerships 

• Economic Opportunity 

• Sustainable Community Development 

• Tax Incentive Utilization Plan 

• Other Accomplishments 

 

• Press the link for the Annual Report sections that you want to assess. A screen similar 
to the following appears. 

 
• Check the Adequate or Inadequate on the appropriate Radio Button.  
 
• Enter Comments in the narrative field. 
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• Press Next. The following screen appears. 
 

 
• Press FINISH to save changes 

4.3 Commenting on Governance Board Reports 

• Press the Governance Board Link. The following screen appears. 

Public Trust Officer   17 



Performance Measurement System User Guide 

 
 
You are presented with six questions that can be answered by clicking on a Yes/No radio 
button.  You have an option to write comments for each question. 
 
• Press Yes or No for Questions 1-5. 
 
• Press Adequate or Inadequate for Question 6.  
 
• Enter Comments that you think are appropriate in the Narrative fields for each of the 

six questions.  
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• Press Next. The following screen appears. 
 

 
 
• Press Next to save changes. 

4.3.1.1 Evaluating Implementation Plan Progress 
If there are Implementation Plans associated with an Annual Report, you are presented 
with a list from which the PTO can select.  You are then presented with the 
Implementation Plan and can evaluate it based on the projected milestones and outputs. 
 
Press the Implementation Plan link on the left margin. The following screen appears. 
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• Press the link for the Plan Number for the Implementation Plan that you want to 
assess. The following screen appears. 
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• Make your Assessment by checking either the Adequate or Inadequate Radio 
Button.  

• Enter Comments in the narrative field.  

• Press Next. The following screen appears. 

 
 

• Press FINISH to save changes. 
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4.3.1.2 Overall Progress 
 
• Press the Overall Progress link. The following screen appears. 
 

 
 
This screen indicates that some Implementation Plans need to be assessed. But you may 
still enter the following data.  
 

� Enter your Name 

� Enter your Phone number 

� Enter your Email 

� Enter your  Comments  

� Make your Overall Assessment by checking either the Adequate or Inadequate 
Radio Button  

 

If all of the Implementation Plans have been assessed by the PTO, the following screen 
appears.  
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This screen indicates that the all the Implementation Plans have been assessed as either 
Adequate or Inadequate.  

When all Implementation Plans for the Designee have been assessed as either Adequate 
or Inadequate, you can make the Assessment Final. Click on Yes to Make Assessment 
Final. Otherwise click on No (this will save the data entered without finalizing the 
assessment. Once an Assessment is finalized you may not make any changes unless HUD 
Headquarters returns the assessment to you. ) 

The following screen appears. 
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• Press Finish to save changes. 
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5 Search Process 
You can enter search criteria that are desired. The system will produce existing 
Implementation Plans and Annual Reports that contain the Search Criteria. You then can 
display the plans. 
 

5.1 Search 
You can use the Search function from the top  menu bar to access existing 
Implementation Plans and Annual Reports for editing or review. 
 

• Press the Search tab. The following screen appears. 

 
 

• Enter Word(s) or Phrase you want to search for. 

• Choose the geographical area radio button. 
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You can narrow your search by : 

• Highlighting the  specific EZ, if desired. 

• Choose Annual reports by year or Implementation Plans 

• Highlight Category in Implementation Plan 

• Press the Search. The system will begin searching and displays the Annual Reports 
or Implementation Plans that meet the search criteria.  The following screen appears. 

 
 

• Press on the link for the Report or Plan you want to Review.  

 

 

6 Change Password 
 
• Press the Change Password tab. The following screen appears.  
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• Enter Old Password 
 
• Enter New Password 
 
• Verify New Password.  
 
• Press Save 
 
You have changed your password.  
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